Interviews User Guide

‘ SENTRAL




Contents

‘ SENTRAL

Getting started ... . 3
OVEBIVIBW L. 3
Targetaudience ... 3
CoNteNt 3

Accessing Interviews . 4

View upcoming interviews .. . 5

Manage booKIiNgS ... .. . 6
OVEBIVIEBW . 6
S O DS 6

Manage unavailability ... . 10
OVEIVIBW ... 10
S O DS 10

Printinterview schedules ... .. 12
OVEIVIBW ... 12
S O DS . 12

Export session attendees and non-attendees ... ... 14
OVEIVIBW ... 14
S DS o 14

Exportinterview session notes ... 15
OVEIVIBW ... 15
S DS o 15

Request aninterview with aparent ... .. . 16
OVEIVIBW ... 16
S DS o 16

Manage parent request for aninterview ... . 18
OVEIVIBW ... 18
S DS o 18

Refresh students ... 19
OVEIVIBW ... 19

View class student list for an interview session ...................................................... 20
OVEIVIBW ... 20
S O DS 20

INTERVIEWS USER GUIDE



Getting started

Overview

The topics in this section cover how to access the Interviews module and manage bookings.

Target audience

Teachers

Administration Staff

Content

L]

L]

L]

Accessing Interviews
Upcoming Interviews

Manage Bookings

Enter Bookings Manually

Print Schedules

Export Attendees and Non-Attendees
Request an Interview

Parent Request for Interview
Refresh Students

Booking Overview

Manage Online Session Details
Publish to Portal
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Accessing Interviews

The following procedure is to show users how load absences for staff and covering the teachers.

1. To select the Interviews module, select the waffle button

2. The Sentral module screen displays select Interviews from Communication Group.

[0 Communication

Messaging
Meetings
Issue Tracking
Documents

Interviews

The Interviews screen displays.
Interviews

Upcoming Parent Interviews

Upcomins Sessions Past Sessions AN Sessions

0.01

24th September 2020 fror
morning tea from 9:00am 1o
25th September 2020 from 4:00pm 1> 7:30pm

T —

Teacher avaiabllity:

[ Mtensing 0128327471 113071
T v Amenamg: 01034091 9537199125

|
o Bosiimgs: 98 SEIBEATIISN 00

W Avending B Now Arvesdmg B Ho Bookings

The Home screen will default to any upcoming Parent Interview Session(s). From this home
@ page teachers can manage their availability for interviews as well as:

e printing and exporting Interview schedules
e parentrequests and

¢ Interview management and confirmations.
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View upcoming interviews

1. Select the Sentral menuicon e+ and choose Interviews.

The Interviews home screen displays. The home screen defaults to any upcoming parent interview
sessions. The pie chart represents the percentage attending, not attending and yet to book. Scroll to the
right-hand side of screen to view the graph percentages.

Interviews

Upcoming Parent Interviews

Upcoming Sesticms  Past Sem sicns A Ses sicns

Online Interviews-LD A e - e )

24th September 2020 from 9:00am 1o 5:00pm 0.01
morning tea f:om %:00am 1 10:00am ‘
25th September 2020 from 4:008m o 7:30pm

. e 3024 Manage Bookngt
Teathtr svaiatility

WS K. Facy is ot wvadathe from 4 005 10 4:20pm on the 24
Septembes 2020

o osuings: 99.5625632385 1 203%
W Ancnding B ot Amendng B Na Boskings

2. Selectthe Chart Printlcon = .
You can print the chart or download it as an image. Select the image type you want from the dropdown list.

“Print chart |

Download PHNG image
Download JPEG image
Download POF document
Download SVG vectorimage

3. Select atab to view a session type - Upcoming, Past or All Interview sessions.

Upcoming Sessions Past Sessions All Sessions

INTERVIEWS USER GUIDE | PAGE 5
’ SENTRAL |



Manage bookings

Overview

Use the information in this topic to add, modify and delete bookings from parents quickly and easily.

Steps

1. Select the Sentral menuicon *ss and choose Interviews.

[J Communication

Messaging
Meetings
Issue Tracking
Documents

Interviews

The Interviews home screen displays. The home screen defaults to any upcoming parent interview
sessions.

Upcoming Parent Interviews

UpcomingSesticms  PatSetsons AN Sesticns

eweemeweso e . L e [ ]
0.01

25th September 2020 from 4:00pm 1o 7:30pm

Minge Booiong:

Teaettr svasability

[ Artenng 0 3ZEZESTIINSTIT
T e At 01084081 0371991255

N Bosiinge: 99 s6rsEr2as 120

B Anvending B Mot Arending B Yo Bookings
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2. Do one of the following:

Select the Manage Bookings link in the details to the left of the session panel.

Select Actions and choose Manage Bookings from the list.

Manage Unavailability

Print a specific schedule

Print all schedules

Print all schedules with blanks
Export Attendees

Export Non Attendees

Export Notes

Request an interview

Requests by parents

Manage bookings
Refresh students

Bookings overview
Manage Online Session Details

"9 | publish to Portal feed

The Parent Interview Bookings Management screen displays. This is where you can add, modify and
delete bookings from parents.

Interviews

Parent Interview Bookings Management

Below you can add, modify and delete bookings for parents quickly and easily. Refresh Students

Cant find the student or class youre after? Just try clicking the Refresh Students button.

No student selected
To modify a students bookings, simply type their name in the field at the top-right comer of this window.

Once you select a student, their associated bookings will appear on the sereen.

3. To modify a student booking, enter the student’s surname in the search bar and select the student from the

’ SENTRAL

list.

&  Collier, Samantha

External ID: COLO21 DOB: 13/05/2011

3 Jaskolski, Samarntha 11
External ID: JAS076 DOB: 04/D5/2008
&  Jenkins, Samantha

External ID: JENO12 DOB: 09/11/3
.

= Streich, Samantha 11
Extermal ID: STROIZ DOE: O 09

m
P

- Wang, Samantha 10

Extermal ID: STU_2_CHIZ_STU00002E DOBE: 17/01/ 2006
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4. Inthe pop-up that displays, select the parent you want to perform this action against, or enter a parent
name in the textbox and select

Dialog X

4

Please select a parent you want to perform this action against or
enter @ parent name in the textbox and click "0K"
Portal Parents

Jack Wang
Jane Wang

Create Custom Parent

Parent Mame

4

A list of selected interview times for the selected student displays.

Parent Interview Bookings Management

Refresh Sucents

Apponument

Geogragny sE0 s skeyl nfgucis a5om

Hstory s MePepon nfgarce SelctTimeslot

5. To modify an appointment time, select the time button in the Appointment column, and then select the new
appointment time from the options displayed.

Ensure you also look a the date selector in case interviews are across more than one day

Timeslots Hot required
311272024 Tue

9:00am 9:15am 3:30am G:4Sam a
10:00am | 1k15am | 10:20am | 10:452am
11:00am | 11:15am | 11:30am | 11:45am
12:00pm | 1Z15pm | 12:30pm | 12-45pm
100pm | 1:15pm | 1:30pm | 1:45pm
H0pm | Z15pm | ZE0pm | Z:45pm
400pm | &15pm | 3:E0pm | 3:43pm

4:00pemi 4:15pm 4-30pemy 4:45pm

1 G
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Confirm Appointments
6. Select - and then in selectm.

Remove Appointments? X

Are you sure you wish to remove the following appointments?

The student's summary screen is updated.

-
7. Toremove appointments, select .

A pop-up displays, prompting you to confirm the following appointments.

8. Select m

The student's summary screen is updated.
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Manage unavailability

Overview

Use the information in this topic to manage teacher unavailability for a session. Each session has a Manage
Availability button for the teachers of classes linked to that session.

Allan, Hae §d Manage Unavailability

@ Note: If this feature has been switched on, you will only see and be able to manage your own
sessions. You will not see or be able to manage other teachers’ sessions.

Steps

1. Select the Sentral menu icon and choose Interviews.

[J Communication

Messaging
Meetings
Issue Tracking
Documents

Interviews

The Interviews home screen displays. The home screen defaults to any upcoming parent interview
sessions.

Interviews

Upcoming Parent Interviews

UpcomingSesticms  PatSetsons AN Sesticns

Online Interviews - LD Allan, Hae M tsisge Unsvalabiity

24th September 2026 from 9:00am 1o §:00pm 0.01
moening lea Fom :00am 1 10:009m

25t September 2020 oM 4:00pm 10 7:30pm

202 Manage Booking:

Teacher avaiability

Artenng 0 3ZEZESTIINSTIT
T e At 01084081 0371991255

N Bosiinge: 99 s6rsEr2as 120

I Awvencing B Not Arendmg B8 e Bookings

2. Select Manage Unavailability.

Manage Unavailability x

Statt Name Hae Allan
pate 24/09/2020 ~

Between 9:00am and 5:00pm

Reason
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3. In Manage Unavailability:
a. Selectthe date.

b. Setthe times you are not available.

c. Enter areason.

d. Select m

Your unavailability is updated and registered with the Interview Session Details.
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Print interview schedules

Overview

There are three options for printing interview schedules:

¢ Print a specific teacher’s schedule - with or without the bookings to date
¢ Print all teachers' schedules

¢ Print all schedules with blank spaces.

@ Note: This feature is only for Teachers. Administrators can perform the same action via the
Specific Teacher’'s Schedule process.

Steps

1. Select the Sentral menuicon se and choose Interviews.

[0 communication

Messaging
Meetings
Issue Tracking
Documents

Interviews

The Interviews home screen displays. The home screen defaults to any upcoming parent interview

Interviews
Upcoming Parent Interviews
Upcomrewp Sestions  PastSessions AN Sessions
241k September 2020 from 4:00am 15 5:00pm 0.01

morning tea f:om %:00am 1 10:00am

25th September 2026 from 4:00pm o 7:30pm

Teathtr svaiatility

[ Attensing 0 32IEFATIINSOTII
T e Aenang 1094091 3037199125

N Boskings: 99.5625632385 1 200%

N Arvending B Mot Amesding B8 Ne Bookings

2. Select a session from the Upcoming Parent Interviews screen.
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Actions
3. Select and choose a print option.

Manage Unavailability

Print a specific schedule

Print all schedules

Print all schedules with blanks
Export Attendees

Export Non Attendees

Request an interview

Requests by parents

Manage bookings
Refresh students

Bookings overview
Manage Online Session Details

Publish to Portal feed

If you chose to Print a Specific Schedule, a pop-up prompts you to choose a teacher first, and whether to

include blank timeslots.

Dialog

Flease select a teacher from the listing below to print their schedule:

ABRAHAMS, Madeleine

T

O Print with blank timeslots

4. Select options and then select m to generate of the report.

5. Select to view the reportin a browser window or download it to a local drive.

’ SENTRAL
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Export session attendees and non-
attendees

Overview

Use the information in this topic to export household members who are attending the interview and those who
are not attending the interview.

Steps

1. Select an Upcoming Parent Interview Session.

At
2. Selectthe - and choose Export Attendees.

This creates an excel spreadsheet that you can save to file and print.
3. Select Export Non-Attendees.

This creates an excel spreadsheet that you can save to file and print.
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Export interview session notes

Overview

Use the information in this topic to export the notes added from each interview.

Steps

1. Select the Sentral menuicon *ss and choose Interviews.

[J Communication

Messaging
Meetings
Issue Tracking
Documents

Interviews

The Interviews home screen displays. The home screen defaults to any upcoming parent interview
sessions.

2. Select the interview session you want to view.

ke Y S w2 .32

3. Select the student to add notes from the interview and tick if parents attended the session.

Parants Attandancs
51 P (5] avtnied Ihig isirrview sepsion

Motas

¥ up ek ing reguened

4. Select m and choose Export Notes.
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Request an interview with a parent

Overview

Use the information in this topic to request an interview with a parent.

Steps

1. Select the Sentral menuicon *ss and choose Interviews.

[J Communication

Messaging
Meetings
Issue Tracking
Documents

Interviews

The Interviews home screen displays. The home screen defaults to any upcoming parent interview

sessions
Upcoming Parent Interviews
Online Interviews-LD MM 5e v
B, 0.07
9 S 53 ot 700
S
R -
B Awvercng B Not Anesdng B N Bookings
2. Select an upcoming parent interview session.
-
3. Select and choose Request an Interview.
The Request an interview with a parent screen displays.
Request an interview with a parent ‘Search for a shudent/famiy
(1]
N student selected

To request an interview wih 8 pareet, Smly e
you select  student their spptar

4. Enter the student’s name in the top right-hand corner.
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X

5. Inthe pop-up that displays, select the parent’'s name and select m

Dialeg

Please select a parent you want to perform this action against

Portal Parents

Vinnie Q'Shea

The screen updates with the student details and an option to Request an Interview.

gl e il ]

Jare BARRACLOUCH

bt
Errte— e prm Braaty

i

6. Tick this option.

Confirm Interview Requests
7. Select .

A confirmation message displays.

@ we've successfully saved your interview requests!
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Manage parent request for an interview

Overview

This option displays a list of parents who have requested a meeting with you or other teachers of the same
class, however there were no timeslots left.

Note: You'll need to manually complete these bookings.

Steps

1. Select the Sentral menuicon see and choose Interviews.

[0 communication

Messaging
Meetings
Issue Tracking
Documents

Interviews

The Interviews home screen displays. The home screen defaults to any upcoming parent interview
sessions.

2. Select an upcoming parent interview session.

3. Select m and choose Request by parents.
The Interview Requests by Parents screen displays.

If there are parents requesting interviews via the Portal and there are no time slots left, their names will be
listed on this screen.

Interview Requests by Parents

subject Clase Teacher
EXT
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Refresh students

Overview

Use the information in this topic to re-import student lists for an interview session.

Classes are 'shadow copied' into the interview module when an interview session is created. This is done to
allow a list of students and subjects to be 'frozen' at that particular point in time, so student/class changes
afterwards are not reflected.

1. Select the Sentral menuicon see and choose Interviews.

[0 communication

Messaging
Meetings
Issue Tracking
Documents

Interviews

The Interviews home screen displays. The home screen defaults to any upcoming parent interview
sessions.

2. Select an upcoming parent interview session.

Actions
3. Select and choose Refresh Students if you would like to update students and subjects for
the interview session.

Refresh Students X

Are you sure you want to reimport students for this interview

session?

m Cancel
4. Inthe pop-up that displays, select m .
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View class student list for an interview
session

Overview

Use the information in this topic to view a list of all the students in your classes for an interview session and the
appointments they have booked.

Steps

1. Select the Sentral menuicon se and choose Interviews.

[J Communication

Messaging
Meetings
Issue Tracking
Documents

Interviews

The Interviews home screen displays. The home screen defaults to any upcoming parent interview
sessions.

2. Select an upcoming parent interview session.

3. Select m and choose Bookings Overview from the dropdown list.
The booking overview for the session displays.

Booked time slots are blocked out in green.
Booking Overview - Year 9 Parent Teacher Meeting

Teathar

ANSELL Tracee

4. To print, select Print Schedule for all Teachers.
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